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CHAPTER I 
INTRODUC TI(lll 
Statement of Problem 
jhe primary purpose of this study was to determine the extent 
and use of office equipment available in the public high schools of 
Illinois for training students in the operation of business machines. 
Analysis of the Problem 
Arter carefully analyzing related research and current literature 
on office machines courses the following subordinate problems were 
formulatedt 
1. To determine the teaching plans in operation in the 
office machines courses in the high schools of Illinois. 
2. To determine what additional equipment the teachers of 
office machines courses felt was needed in their courses. 
3. To determine the amount of time devoted to the office 
machines courses including the length of the olass 
period and the number of periods per day and per week. 
4. To determine the extent of training offered in the 
office machines courses. 
5. To determine the extent to which surveys have been made 
of office equipment used by business in the various 
school areas. 
6 • . To determine the methods used to purchase new equipment ~ 
7. To determine the plans used in the schools for servicing 
the ~quipmant. 
8. To determine the age of the equipment used in the office 
machines courses. 
9. To determine the major improvements in the office machines 
course desired by the teacher&. 
Justification of the Problem 
The high schools must have equipment in order to make these 
courses practical. The amount of equipment available and the extent 
to which it is used determiill·&,. in a large measure, the success of 
these courses in giving students efficient and valuable training in 
the operation of business machines. At the present time, only limited 
statistics are available in the state of Illinois concerning the amount 
and type of equipment possessed by the various high schools. This 
study was an attempt to collect and summari~e this information. 
Felter1quotes the following from a bulletin issued by the Division 
of Vocational Education of the University of New York: 
The business curriculum in city high schools is 
inadequate and in large village high schools is probably 
unsatisfactory unless it includes a modern., well equipped, 
and well organized office practice course. 
Delimitations of the Problem 
This study included all the public high schools in the state of 
Illinois having an office practice, clerical practice, secretarial 
practice, or office machines course. 
The study was planned so as to include the phases of the above 
named courses directly pertaining to the amount and use of available 
lteiter, EIDma, "Education for General Clerical Positions," ~ 
Forum, February, 1960, p. 16. 
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office equipment provided for instruction in business machines. ]he 
methods of purchasing and servicing the equipment and the amount and 
extent of training given students on the machines were also included. 
The aspects of these courses not directly concerned with instruo-
tion in business machines were omitted. 
Definition of Terms Used 
.As many of the high schools do not have a separate office machines 
course 1 but give instruction in the operation of business machines in 
office practice. secretarial practice, or clerical practice courses, 
the terms office practice and business machines are used synonymously 
to indicate these courses. The terms given below were taken from the 
Dictionary of Education: 
Office Practice: A course in the field of business education taught 
in secondary schools or in college and intended to perfect business 
students in the methods and practices of business offices; may include 
practice in preparing office forms and in operating office machines. 
~usiness Education: That area of education which develops skills, 
attitudes, and understandings essential for the successful direction 
of business relationships. 
Employment Surveyt An investigation of the personnel requirements of 
local business and industrial establishments, often made by public 
schools or government agencies in connection with the organization of 
vocational classes. 
1Good, Carter, Editor, Dictionary of Education, McGraw-Hill Book 
Company, Inc., New York, 1945. 
Organization of the Study 
This chapter presents the statement and nature of the problem. 
In the next chapter a review of related research studies and current 
literature is presented. Chapter III describes the procedures used 
in making the study. Chapter IV contains an analysis and interpreta-
tion of the data compiled and Chapter V gives a summary of the 
findings of the study. 
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RELATED LITERATURE 
1he importance of training business students in the operation of 
business machines is well established. This training is an essential 
part of vocational business education, although, sometimes it is found 
to be a very small part of the business curriculum. In this study an 
investigation of related studies and literature was made to discover 
the present trends in regard to office practice. 
An indication of the growing importance of training office machine 
operators is found in the following quotation by MacGibbonl 
Because of the scarcity of competent machine 
operators, this field of business skills is considered 
in many localities to be one of the best for beginners; 
and with the increase in me9hanical figuring methods 
in business, it seems likely that this field will 
become more and more important as time goes on. 
Courses in office practice, already a permanent part of the 
business curriculum in many high schools, are becoming more widely 
offered each year. While some of the large business and industrial 
ooncerns continue to train beginning clerical workers, the high schools 
will be called upon to train students in the office skills to a much 
greater extent in the future. Office equipment is being employed even 
in the smaller business offices, where it is expected that beginning 
workers will have acquired some knowledge and skill of office practice 
before being hired. 
Business students need a means of bridging the gap between 
~oGibbon, Elizabeth Gregg, Fitting Yourself for Business, second 
edition, McGraw-Hill Book Company, Inc., New York,-r947, p. 63. 
preservice training and employment. The growing emphasis in the 
philosophy of business education is on terminal courses which afford 
the students an opportunity for work experience. According to Harms~ 
Work experience is now being emphasized as never 
before. Work experience is likely to become a regular 
part of the high school curriculum in business education. 
It is in office practice that the business student is 
frequently given an opportunity for self-realization 
through this form of experience. 
In order to provide this type of training, the office practice 
teacher must have an intimate knowledge of the workings and standards 
of local business concerns. Thompson2states this concept in these 
words: 
Business teachers should find out for themselves 
about the inside workings of offices where their graduates 
will be employed in order that these students will know 
what to expect when they take a job. This information 
should include a knowledge of the policies in operation 
in local offices, the physical set-~p, the average siz:e 
of the office staff, general office routine and required 
standards. 
The teacher can best acquire this necessary familiarity with 
office routine and technique through actual business experience. 
Also, employment surveys and follow-up studies of recent graduates 
shquld be employed to acquire the needed information for insuring 
efficient training of office practice students. 
1~y authors urge that an · office machines laboratory be set up 
for the teaching of office practice. ~e initial cost of setting up 
a laboratory may be great, but once it is set up only a few machines 
laarms, Harm, Methods in Vocational Education, South-Western 
Publishing Company, New YorE, l949, p. 239. 
2Thompson, James M., "Training Better Office Workers, 11 _!!:.! 
Balance Sheet, September, 1948, p. 7. 
s 
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will need to be purchased or replaced over a period of years. 
If administrators realize that at least one office machine is 
found for each typewriter in the average business office, they will 
not dispute the need tor office equipment in voeational business 
training. 
In high schools where only a limited budget is available, those 
responsible for the purchase of equipment . must be particular:ly careful 
about the selection of equipment. Preference should be given to the 
purchase of a small variety of comparatively low-priced or medium-
priced machines which are widely used, rather than to the purchase of 
one expensive and highly complicated machine. Few of the very 
expensive machines are owned even by the large business offices. 
Roughsedge1states that, "Bookkeeping machines are not now so generally 
included as they were some years ago. The demand for this type of 
operator is rare and the price of the machine is high." 
Forkner2points out that for the schools with limited budgets, the 
second-hand market offers many fine opportunities. Most teachers want 
about twice as many machines as they have and one way to accomplish 
this is to make use of the second-hand market. Businesses frequently 
trade in office equipment after only a few years of use and with 
slight wear on the machines. 
As there are over 60 different models of typewriters and about 
300 different models of adding machines, some selection between the 
1Roughsedge, Gertude, "Office Machine Instruction of the Present 
Day,"~ Forum, February, 1950, p. 15. 
2Forkner • Hamden L., "How Much Does It Cost," ~ Forum, February, 
1950, P• 9. 
various makes and models of equipment on the market must be made. 
the following factors to be considered in selecting equipment are 
1 suggested by Meehant 
1. the extent to which the particular office machine 
(exact make and model) is used in the community 
which t he department serves. 
2. The number of clock hours necessary to attain an 
acquaintance knowledge, a working knowledge, or a 
marketable skill on it. 
3. The ins t ructional material available for the machine. 
~e teacher must distinguish between advertising 
material and instructional material. 
4. The cost of equipment. 
5. the number of students to be trained on the machine. 
6. The placement opportunities for the students so 
trained. 
Because of the cost of equipment placed in the office machines 
laboratory, the room should be reserved for office practice at all 
times. 
Beaumont2tells us that one of the aims of business education in 
Illinois is, 11 To aid pupils in the development of skills, abilities, 
8 
and attitudes essential for entering employment in business occupations." 
The need and employment opportunities for trained office machines 
operators vary from community t o community and it is impossible to 
formulate a s imple set of' objectives for office practice which would 
be valid for every school. Each school must meet its own problem 
l Meehan, James R., "Office Practice Machine Equipment for a 
Modern Model Unit," Fourteenth Yearbook of the Eastern Commercial 
Teachers' Association, l94l, p. 332. --
2Beaumont , John A., "Trends in Business Education in Illinois," 
Business Education Quarterlz, December, 1948, p. 61. 
and objectives cannot be stated without answering several questions. 
Some of the questions suggested by Hittler1arec 
1. What is the educational philosophy of the school--
vocational or nonvooational? 
2. What is the size of t he school? 
3. What are the financial resources of the school? 
4. What is the size of the community? 
5. What jobs are available? 
6. What is the situation relative to mobility of pupil 
population following graduation? 
As for specific objectives Meehan2states the following as the 
three recognized levels of competency in the teaching of office 
machines: 
1. An acquaintanceship knowledge of the machines--
beyond which point most office machine instruction 
has progressed. 
2. A working knowledge of the fundamental operations--
addition, subtraction, multiplication, and division--
the point to which most office machine courses have 
now progressed. 
3. Occupational competency on the attainment of a 
marketable skill in the operation of' a given office 
machine--the point to which we hope to progress in 
a fer~ years. 
Xhe office practice course has become a permanent part of' the 
business curriculum. It is becoming more widely offered each year. 
The more information that is available concerning this course, the 
better able administrators will be to plan for i ts future. 
lHittler, George M., "ProblemS';:; and Isaues with Reference to the 
Teaching Procedures in Bu~iness Mtiohinee," Seventh Yearbook ,2!. the · 
National Business Teachers Association~ 1941, P• 296. 
2Meehan, James R., "The Selection of' Equipment for an Office 
Practice laboratory, "llie Balance Sheet, March, 1947, P• 302. 
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Connelly ~tates concisely the task that business has set for the 
teacher of office practice in these words, "Teachers of clerical 
practice have a real ohallange before them--a responsibility ~o give 
business trained employees, who are happy because th~ are successful." 
1
connelly, Mary E., Editorial,~ Forum, February, 1951, p. 9. 
CHAPTER III 
PROCEDURE 
A summa~ of the prooedure used in making the study is as followsz 
1. An analysis was made of research studies, current 
literature, and manuals of office machines courses 
to obtain infonnation for the researeh instruments. 
2. A survey report and a check list were constructed in 
order to gather the data for determining the amount 
of available equipment the schools possessed and the 
use being made of this equipment. 
3. Copies of the survey report and check list, together 
with the letter of transmittal. were sent to 180 
public high schools in the state of Illinois whioh 
have a oourse in office practice. 
4. A follow-up postal card was sent to the schools not 
replying. A total of 92 completed returns were 
received. 
5. The data from the completed returns were tabulated 
and the information was analyzed. 
6. A summary was made of the important findings of the 
study. 
A careful study was made of related research studies and manuals 
written for office practice courses to obtain the necessary background 
information for constructing the survey instruments. 
The survey report (Appendix C) and the cheok list (Appendix D) 
were developed to obtain the information necessary for making this 
study. 
Development of the Check List 
After studying research reports, textbooks, manuals, and current 
literature, the writer concluded that all business machines could be 
1. 2 
generally classified into the following seven types of' ma.ahinesl 
1. Adding machines 
2. Addressing machines 
3. Bookkeeping machines 
4. Calculators 
5. Duplicators 
6. T,ypewriters 
7. Voice recorders and transcribers 
The cheok list was classified into these seven groups for purposes 
of recording all machines used in the high schools. Addditional lines 
on the check list allowed the teacher to add any machines she possessed 
but which were not inoluded in the above seven types. 
The actual names of the machines were typed in the check list f'or 
several reasons: 
1. The types of machines which were most prevalently 
used in the high schools could be listed on the 
survey instruments. 
2. The exaot names of the machines which were pref'erred 
for high school use could be indicated. 
3. The teacher filling out the report was saved much 
writing and the appearance of the check list was 
tmproved by having the respondent merely list the 
number and type of machines available in his school. 
The names of the machines were listed on the left hand side of 
the page and the rest of the page was divided into three major columns. 
The first major group of columns was devoted to asking for the total 
number of machines available. This group was divided into two 
sections~ (a) manual, (b) electric. This was necessary as many 
electric machines are now being employed in business machine courses. 
The age of the busjness machines is an important factor to 
13 
consider in deciding if the machines are adequate to prepare business 
students for beginning positions in business. 1he age would indicate, 
to some extent, the present worth of the machine and its relative 
value in preparing students for work in modern business offices. 
The second major group of columns was designed to discover the 
age of the machines being used. It was first divided into two 
sections: (a) manual, (b) electric. Each of these sections was divided 
into three columns designating years: (a) l-3 years, (b) 4-7 years, 
(c) 8 years and up. 
The third and last major group of columns was included so that 
the teacher might indicate the number and type of machines which she 
felt was needed but which she did not have. This group was also 
divided into two sections, manual and electric. 
Development of Survey Report 
The survey report was included with the check list to gather 
additional information regarding the course offered. This report made 
the check list more meaningful in that it attempted to discover how 
the equipment listed on the check list was being used. 
As the name of the office machines course varies with the different 
schools, a question asking what the course was named was included. 
The grade placement of vocational courses is emphasized in business 
education literature 'and a question covering this point was aaked. 
One question concerned the teaching plan in operation. fue 
various plans were defined rather than designated by the terms battery 
plan, rotation plan, and integrated plan in order to avoid confusion. 
A question was included to determine whether the course was 
required of all business students or only those of a specific major. 
14 
Also included were questions to discover the length of the class 
period, the number of periods the course was offered and the average 
number of pupils per class. 
In an attempt to discover the extent to which students are trained 
in the operation of business machines the terms vocationally competent, 
working knowledge, and acquaintanceship were used in the aurvef report. 
As the prooureinEmt and servicing of office equipment is a prime 
concern of administrators, this point was also included in the surv~ 
report. 
An opportunity was given for the teacher to state what hnprove-
ments she would like made in her course of study. 
Questions were asked to determine if a survey of local business 
offices had been made to discover the extent of similarity between 
machines used in business and those used in the school, and to 
determine if instruction was given on machines not available to the 
school. 
As the co~dition of the machines is an essential consideration in 
an adequate training in office machine operation, a question was asked 
in an attempt to discover the condition of the business machines being 
used in the high schools. 
A list of all the high schools in Illinois offeri.l1g courses in 
office practice, secretarial practice, clerical practice, and business 
machines was obtained from the Annual Directory of Business Education, 
State of Illinois, 1950-1951. On May 7, questionnaires were sent to 
180 schools. A letter of transmittal (Appendix A) explaining the 
purpose of the study was included. Th.ese envelopes and letters were 
addressed to the teacher of the oourse as listed ~ the directory. 
A stamped, self-addressed envelope was enclosed for the convenience 
of the respondent. 
15 
On May 27, a follow-up request (Appendix B) typed on postal cards, 
was sent to the teachers who had not replied. The follow-up request 
asked that replies be returned by June s. 
Charts were made to record the information received. All items 
on the check list and survey report were either numbered or listed 
alphabetically to facilitate tabulation and analysis of the material. 
CHAPTER IV 
_1\N.ALY SIS AND m TERPRE T.ATI 00 OF THE DA. T.A 
In making this study 180 questionnaires were sent to the public 
high schools of Illinois. Of this number, 102, or 56 2/3 per cent, 
were returned. Ten of those returned were not sufficiently complete 
to be valid. This chapter presents a summarization of .the data from 
the 92 completed returns which represent about 51 per cent of those 
sent. 
Table I shows the distribution of the responses, arranged . 
according to the population of the community in whioh the school was 
looated. 
Population 
Under 5,000 
5,000 - 10,000 
10,000 - 25,000 
Over 25,000 
Total 
TABLE I 
Number of Responses 
41 
13 
11 
27 
92 
The total number of adding machines possessed by the schools, 
arranged according to make of maohine and the population of the 
oommunity,is shown in Table II. 
The sohools in the communities of over 25,000 possessed the 
greatest number of adding machines and the schools in the communities 
TABlE II 
TOTAL NUMBER OF ADDING MACHINES POSSESSED BY 'IHE SCHOOlS • 
ARRANGED .ACCORDING ro MA.KE _OF MACHINE .AND THE POPUIATIW OF THE COMMUNITY 
----
Name of Machine Under 5,000- 10,000- Over Combined 
6.000 10.000 25 000 26.000 Total Total 
J4 E M E 1( E M E M E 
Allan-Wales 4 2 
- -
2 2 3 . 3 9 7 16 
Burroughs 7 7 
-
1 7 2 32 12 46 22 68 
Monroe 3 2 
-
1 1 1 16 4 20 8 28 
Remington Rand 4 3 
- - -
1 8 4 12 8 20 
Underwood Sundstrand 3 2 2 
-
8 2 11 4 24 8 32 
Victor 1 1 3 
-
1 
-
4 6 9 6 15 
Others 
-
1 4 1 
-
2 
-
2 4 5 9 
Column Totals 22 18 10 3 19 10 74 32 120 59 179 
GROUP TOTAlS 40 13 29 106 
-
M - Manual 
E - Electric 
' 
!-• 
-.l 
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of 5,000 to 10,000 possessed the least number of adding machines. The 
Burroughs was the most commonly owned machine the schools in communities 
of under ti ,000 and those over 25,000. The Underwood Swdstrand was 
the most commonly possessed machine in the 10,000 to 25,000 group. 
'lhe Victor and the R. c. Allen (included in "Others" in the Table)were 
the most commonly owned machines in the schools in communities of 
5,000 to 10,000. Fifty-nine adding machines, or about 33 1/3 per cent 
of the total number of adding machines, were electric. The electric 
machines represented almost one-half of the total number of machines 
reported for the under 5,000 and the over 25,000 groups. 
'lhe total number of adding machines reported, in comparison with 
the total number of responses, is as follows: 
Population Number of Responses Number of 1';achines 
Under 5,000 41 40 
5,000 - 10,000 13 13 
10,000- 25,000 11 29 
Over 25,000 27 106 
1he schools in communities of 10,000 to 25,000 and those over 
25,000 possessed proportionately more machines than the other two 
population groups. 
The total number of addressing machines possessed by the schools, 
arranged according to make of machine and the population of the com-
munity, is shown in Table III. 
A total of only seven addressing machines were possessed by all 
the schools reporting. Five addressing machines were manual and two 
were electric. The schools in communities of 5,000 to 10,000 and 
10,000 to 25,000 possessed no machines of this type. 
TABU: III 
TOTAL NUMBER OF ADDRESSnlG MACHlNES POSSESSED BY mE SCHOOLS, 
ARRANGED ACCORDDlG TO MAKE OF MACHINE AND mE POPUlATION OF 'lHE COMMUNITY 
Name or M8.onme Under 5,000- 10,000- Over Combined 
5,000 10,000 25,000 25,000 Total Total 
M E I M E M E .14 E M E 
Metal Plate 1 
- - - - -
2 2 3 2 6 
Stenoil Plate 1 
- - - - -
1 
-
2 
-
2 
Column Totals 2 
- - - - -
3 2 6 2 7 
GROUP TOTAlS 2 
- -
5 
M - Manual 
E - Electric 
!~ 
(D 
20 
The total number of bookkeeping machines possessed by the schools, 
arranged according to make of machine and the population of the 
communit~ is shown in Table rv. 
The schools in communities of over 25,000 possessed the greatest 
number of bookkeeping machines and schools in communities of 5,000 to 
10,000 possessed no machines of this type. The Burroughs was the most 
commonly possessed bookkeeping machine in the schools in communities 
of over 25,000 and those under 5,000. The billing machine was the 
most commonly possessed machine in the 10,000 to 25,000 group. 
Thirty-two of the 34 bookkeeping machines reported by all schools were 
electric. 
The total number of calculators possessed by the schools, arranged 
according to make of machine and the pop~lation of the communit~ is 
shown in Table V. 
The greatest number of calculators was reported by the schools in 
communities of over 25,000, with 230 machines, or almost four times as 
many machines as the next population group in order of frequency, the 
10,000 to 25,000 group, with 60 machines. The schools in communities 
of under 5,000 possessed the least number of calculators, with 26 
machines. The most commonly possessed make of calculator in all 
population groups was the Burroughs. The next most commonly possessed 
calculator was the Comptometer in the schools in communities of over 
25,000 and those 5,000 to 10,000, and the Monroe in the schools in 
communities of under 5,000 and those 10,000 to 25,000. The combined 
total of all calculators possessed in all groups was 353, of which 
287 were manual and 66 were electric, which represents a proportion 
TABIE IV 
. . 
TO'XAL NUMBER OF BOOKKEEPmG MACHINES POSSESSED BY mE SCHOOLS, 
.ARRANGED ACCORDING ro MAKE OF MACHINE AND TBE POPULA.TICII OF m:E COMMUNITY 
Name of Machine Under s.ooo- 10.000- Over Combined 
s.ooo 1o.ooo 26.000 25.000 Total Total 
.M E )( E M E )( E ¥ E 
Bank Statement 
- - - - -
1 
-
1 
-
2 2 
Billing Machine 
- - - - -
3 
-
2 
-
6 6 
Burroughs 1 3 
- - -
1 
-
11 1 16 16 
Elliott-Fisher 
- - - - - - - - - - -
Monroe 
-
1 
- - - - -
4 
-
5 5 
Underwood 
- - - - - - -
1 
-
1 1 
Remington Rand 
-
1 
- - -
1 1 1 1 3 4 
Column Totals 1 6 
- - -
6 1 20 2 32 34 
GROUP TO 'XALS 7 
-
6 21 
M - Manual 
E - Electric 
N 
,__.. 
TA.BIEV 
TOTAL NUMBER OF CALCUlATORS POSSESSED BY mE SCHOOLS. 
ARRANGED ACCORDnm TO MAKE OF MACHINE AND THE POPULA:TION OF mE COMMUNITY 
Name of Machine Under 5.ooo- 10.000- Over Combined 
s.ooo 10.000 25.000 25_,000 Total Total 
I( E )( E }( E M E )( E 
Burroughs 7 l 15 1 21 4 93 20 136 26 162 
Comptometer 3 
-
9 1 11 
-
62 1 85 2 87 
Fridan 3 2 
-
l 
-
4 2 2 5 9 14 
Marchant 
-
2 2 2 
-
5 3 7 5 16 21 
Monroe 7 
-
5 1 10 4 32 7 54 12 66 
Others 1 
- - - -
1 1 
-
2 1 3 
Column Totals 21 5 31 6 42 18 193 37 287 66 353 
GROUP TOTALS 26 37 60 230 
-
M - Manual 
E -Electric 
N 
N 
?3 
of more than four manual calculators for each electric calculator. 
The total number of calculators reported, in comparison with the 
total number of respo~s~ ie as follows: 
Population 
Under 5,000 
5,000 - 10,000 
10,000 - 25,000 
Over 25,000 
Number of Responses 
41 
13 
11 
27 
Number of Machines 
26 
37 
60 
230 
The schools in communities of over 25,000 reported far more 
machines, proportionate to the number of responses, than any other 
group. 
The total number of duplicators possessed by all the schools, 
arranged according to make of machine and the population of the 
community, is shown in Table VI. 
The greatest number of duplicators was possessed by schools in 
communities of under 5,000, with 66 machines, followed closely by the 
schools in communities of over 25,000, with 63 machines. The most 
commonly possessed duplicators were the mimeograph and the fluid 
duplicator. The under 5,000 group was the only group possessing more 
fluid duplicators than mimeographs. The combined total of all 
duplicators possessed by all groups was 176, of which 155 were manual 
and 21 were electric. 
The total number of duplicators reported, in comparison with the 
total number of responses, is e.s follows: 
Population 
Under 5,000 
5,000 - 10,000 
10,000 - 25,000 
Over 25,000 
Number of Responses 
41 
13 
11 
27 
Number of Machines 
66 
24 
23 
63 
TABLE VI 
TOTAL NUMBER OF DUPLICATORS POSSESSED BY 'lHE SCHOOLS. 
ARRANGED ACCORDDTG TO MAKE OF MACHINE AND THE POPULA.TION OF THE COMMUNITY 
Name of Machine Under 5.ooo- lo.ooo- Over Comb:ilted 
5.ooo 10,000 25,000 25.000 Total Total 
M E M E M E :M E ¥ E 
Fluid 30 
-
8 
-
9 i 18 1 65 2 67 
Gelatin 7 
- - -
1 
-
6 
-
14 
-
14 
Mimeograph 24 3 10 4 7 4 24 8 65 19 84 
Multigraph 1 
- - -
1 
-
1 
-
3 
-
3 
others 1 
-
2 
- - -
5 
-
8 
-
8 
Column Totals 63 3 20 4 18 5 54 9 155 21 176 
GROUP fOULS 66 24 23 63 
M - Manual 
E -Electric 
N 
..p.. 
I I 
?5 
'lhe total number of typewriters possessed by the schools, arranged 
according to make of machine and the population of the oommunit~ is 
shown in Table VII. 
The most commonly possessed typewriter in all population groups 
was the Royal, with a total number of Royal machines for all groups of 
1171. The Underwood followed in order of frequency, with a total 
number of Underwood machines for all groups of 545. Of the total 
number of all typewriters reported for all groups, amounting to 2308, 
32 were electric and of the electric machines 24 were I. B. M. type-
writers. 
The total number of typewriters reported, in comparison with the 
total number of responses, is as followsc 
Population Number of Responses Number of Machines 
Under 5,000 41 716 
5,000 - 10,000 13 496 
10,000 - 25,000 11 242 
Over 25,000 27 835 
The total number of voice recorders and writers possessed by the 
schools, arranged according to make of machine and the population of 
the community, is shown in Table VIII. 
'lhe .'Diotaphoae. t ranscriber was the most commonly possessed machine 
in all population gr oups. The schools i n communities of under 5,000 
reported the greatest number of wire and tape recorders, with ten 
machines of this type. The only Sound Scriber reported was possessed 
by a school in a community of under 5,000. 
The total number of voice recorders and writers reported, in 
comparison with the total number of responses, is as follows: 
TABlE VII 
TOTAL NUMBER OF TYPEViRimRS POSSESSED BY THE SCHOOLS. 
ARRANGED ACCORDING TO MAKE . OF MACHINE AND THE POPULATIC!l OF THE COMMUNIT'! 
Name Of Machine Under 5,000- 10,000- Over Combined 
5,000 10,000 25,000 25,000 Total Total 
M E M E M E M E M E 
I. B. M. 
-
3 
-
1 
-
6 
-
14 
-
24 24 
L. c. Smith 80 
-
95 
-
32 
-
106 
-
313 
-
313 
-
Remington Rand 31 
-
49 
-
19 
-
70 3 169 3 172 
Royal 455 
-
232 
-
97 
-
387 
-
1171 
-
1171 
Underwood 128 
-
107 
-
71 1 236 2 542 3 545 
Wide Carriage 17 
-
6 
-
18 1 15 
-
56 1 57 
Others 2 
-
5 1 2 
-
16 
-
25 1 26 
Column Totals 713 3 494 2 239 8 830 19 2276 32 2308 
GROUP TOTALS 716 496 247 849 
M - Manual 
E - Electric 
·,, 
. I 
'\.) 
en 
TAB:tE VIII 
TOTAL NUMBER OF VOICE RECORDERS A.liD WRITERS POSSESSED BY mE SCHOOLS, 
ARRANGED ACCORDING TO MAKE OF MA.CHJNE AND THE POPUU.TICN OF . THE COMMUNITY 
Name of Machine Under 6,000- 10,000- Over 
6,000 10,000 25,000 25,000 Total 
E E E E E 
Transoriber(Diotaphone) 10 6 15 81 112 
Reoorder(Diotaphone) - 2 
-
5 15 22 
Shaving{Diotaphone) 
.. 
2 
-
2 11 15 
Transoriber{Ediphone) 
-
3 6 11 19 
Reoorder(Ediphone) 
-
2 
-
2 4 
' Shaving(Ediphone) 
-
1 
-
2 3 
Sound Soriber 1 
- - -
1 
Wire Recorder 3 l 
-
3 1 
Tape Recorder 1 3 1 2 13 
GROUP TOTALS 25 16 28 127 196 
- ---- -----
L_ 
--
E - E1eotrio 
I 
'..) 
-..J 
28 
Population Number of Responses Number of Machines 
Under 5,000 41 25 
5,000 - 10,000 13 16 
10,.000 - 25,000 11 28 
Over 25,000 27 127 
The total number of additional machines possessed by the schools, 
arranged according to type of machine and the population of the 
community, is shown in Table IX. 
The mimeos~ope was the most frequently reported additional machine. 
The schools in communities of 10,000 to 25,000 and those over 25,000 
each reported three mimeoscopes. The schools in communities of 10,000 
to 25,000 reported one uwitchboard and one telephone unit. The schools 
in communities of under 5,000 reported one R. c. A. Intercom, one 
check writer, one Recordio, and one Vari-typer. 
The number of schools possessing the various types of equipment, 
arranged according to type of equipment and the population of the 
community, is shown in Table X. 
With the exception of typewriters, none of the schools in 
communities of under 5,000 possessed more than seven machines of one 
type. Most schools in this group fell in the one to two machines 
distribution. Only three schools in communities of under 5,000 
possessed addressing machines , while most of the schools in this group 
reported from one to four duplicating machines. In the number of 
typewriters possessed by each school in this same group a wide range 
of distribution existed; one school possessed one machine and another 
school possessed 34 machines. No school in this group possessed more 
than one electric typ~1riter. 
TABIE IX 
TOTAL NUMBER OF ADDITIONAL MACHINES POSSESSED BY '1HE SCHOOlS • 
ARRANGED ACCORDnm TO TYPE OF MACHINE AND TEE POPUlATION OF mE COMMUNITY 
Name of Machine Under . . 5,000- 10,000- Over Combined 
5,00<:> 1o.ooo 25.000 25,000 Total Total 
M E )( E M E ll E M E 
Mimeosoope 
- - - -
2 1 2 1 4 2 6 
Switchboard 
- - - - -
1 
- - -
1 1 
Telephone Unit 
- - - - -
1 
- - -
1 1 
R. C. A. Intercom 
-
1 
- - - - - - -
1 1 
Check Writer 
-
1 
- - - - - - -
1 1 
Reoordio 
-
1 
- - -
. -
- - -
1 1 
Vari-typer 1 
- - - - - - -
1 
-
1 
Column Totals 1 3 
- -
2 3 2 1 5 7 12 
GROUP TOTALS 4 
-
5 3 
--
M - Manual 
E - Eleotrio 
"0 
([) 
I , 
TA.BIEX 
NUMBER OF SCHOOLS POSSESSlBG EQUIPMENT, 
ARRANGED ACCORDING TO TYPE OF EQUIPMENT AND THE POPUlATION OF mE COMMUNITY 
Type of Number of Machines 
Equipment 1 2 3 4 6 6 7 8 9 10 11 12 13 14 15 16 17 18 19 
Under 5,000 
Adding Machines M 18 2 
- - - - - -
- - - - - - - - - - -E 7 4 
-
1 
- - - - - - - - - - - - - - -
Addressing Machines :M 3 
- - - - - - - - - - - - - - - - - -E 
- - - - - - - - - - - - - - - - - - -
Bookkeeping Machines M l 
- - - - - - - - - - - - - - - - - -E 2 
-
1 
- - - - - - - - - - - - - - - -
Calculators M 7 4 1 l 
- -
l 
- - - - - - - - - - - -E 2 
- - - - - - - - - - - - - - - - - -
IAlplicators M 10 22 4 2 - - - - - - - - - - - - - - -E 2 
- - - - -- - - - - - - - - - - - - -
Typewriter~ -1 M 1 l l 
- - - - - -
1 
-
l 
-
3 2 1 3 1 3 
E 5 
-· - - - - - - - - - - - - - - - - -
Voice Recorders and 14 
- - - - - - - - - - - - - - - - - - -Writers E 7 3 3 
- - - - - - - - - - - - - - - -
1m addition, the following number of typewriters were possessed by the following number of schools: 
21-2, 22-3, 23-2, 24-5, 25-1, 26-1, 32-1, 34-l. 
M - Manual 
E -Electric 
20 
-
-
-
-
-
-
-
-
-
-
2 
-
-
-
I 
w 
CJ 
TABlE X CONT'D 
NUMBER OF SCHOOLS POSSESSING EQUIPMENT. 
ARRA11GED ACCORDING ro TYPE OF EQUIPMEUT AND THE POPULt\TlOO OF mE COMMUNITY 
1Ype of Number of Machines 
Equipment 1 2 3 4 6 6 7 8 9 10 11 12 13 14 15 16 17 18 
s.ooo - 10.000 
Adding Machines M 7 2 
- - - - - - - - - - - - - - - -E 3 
- - - - - - - - - - - - - - - - -
Addressing Machines M 
- - - - - - - - - - - -
.. .. 
- - - -E 
-
.. 
- - - - - - - - - - - - -
.. 
- -
Bookkeeping Machines M 
- - - - - - - - -
~ 
- - - - - -
.. 
-E 
- - - - - - - - - - - - - - - - - -
Calculators M 3 2 
- -
1 
-
2 1 
- - - - - - - - - -E 
- - - - -
1 
- - - - - - - - - - - -
Duplicators M 6 5 1 . 
- - - - - - - - - - - - - - -E 4 
- - - - - - - - - - - - - - - - -
Typewriters1 M 
- - - - - - - -
l 
- - - - - -· - - -
E 2 
- - - - - - - - - - - - - - - - -
Voice Reaorders and Jl -
-
... • 
- - • - - - - - - - - - - - -Writers B a 2 1 
- -
1 
- - - - - - - - - - - -
-·· 
1m addition. the following number of machines were possessed by the following number of schools: 
29-1, 31-1, 34-1, 35-1, 46-1, 52-1, 140-1. 
M - Manual 
E - Electric 
19 20 
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
23-1, 
::..u 
I-" 
TABlE X CONT'D 
HUMBER OF SCHOOLS POSSESSnm EQUIPMEirT,. 
A.llRAL~GED ACCORDING TO. TYPE . OF EQUlPMENT AND mE POPULATI<lf OF mE COMMUNITY 
~pe of Number of Machines 
Equipment 1 2 3 4 5 6 7 8 9 10 ll 12 13 14 15 16 17 18 19 
10,000 - 25,000 
Adding Machines M 3 4 
-
2 
- - - - - - - - - - - - - - -E 3 2 1 
- - - - - - - - - - - - - - - -
Addressing Machines M 
- - - - - - - - - - - - - - - - - - -E 
- -- - - - - - - - -- - - - - - - - - -
Bookkeeping Machines M 
- - - - - - - - - - - - - - - - - - -E 1 3 
- - - - - - - - - - - - - - - - -
Calculators M 1 1 1 
-
2 1 
-
1 
- - - - - - - - - - -E 2 3 2 l 
- - - - - - - - - - - - - - -
Duplicators M 3 6 1 
- - - - - - - - - - - - - - - -E 3 l 
- - - - - - - - - - - ·- - - - - -
1Y'Pewriters1 M 
-
1 
- - -
1 1 1 
- -- - - - - - - -
2 
-E 5 1 1 
- - - - - ·- - - - - - - - - - -
Voioe Recorders and )( 
- - - - - - - - - - - - - - - - - - -Writers E 2 4 1 1 1 1 
- - - - - - - - - - - - -
lrn addition, the following number of typewriters were possessed by the following number of schools: 
21-1, 22-1, 24-1, 41-l, 69-l. 
M -Manual 
E -Electric 
20 
-
-
-
-
-
-
-
-
-
-
-
-
-
-
I 
-::..u 
('\.) 
· i 
XABLE X CONT'D 
NUMBER OF SCHOOLS POSSESSnm EQUIPMENT, 
ARRANGED ACCORDING TO TYPE OF EQUIPMENT AND THE POPULA.TICN OF THE COMMUNITY 
1Y'Pe of Number of Machines 
Equipment 1 2 3 4 5 6 7 8 9 10 11 12 13 14 . 15 16 17 18 19 
Over 25,000 
Adding Machines M 7 5 3 2 1 1 
-
1 
- -
2 
- - - - - - - -E 5 3 3 3 
- - - - - - - - - - - - - - -
Addressing Machines M 6 
- - - - - - - - - - - - - - - - - -E 
- - - - - - - - - - - - - - - - - - -
Bookkeeping MaQhines M 
- - -
.. 
- - - - - - - - - - - - - - -E 3 5 
-
2 
- - - - - - - - - - - - - - -
Calculators M 2 1 
-
3 1 2 1 3 l 
-
3 l 1 l 
-
1 
- - -E 3 6 2 1 
-
1 
- - -
1 
- - - - - - - - -
Duplicators lL 5 6 7 3 
- - - - - - - - - - - - - - -E 5 2 
-
2 
- - - - - - - - - - - - - - -
~pewriters 1 M 4 
- - - - - - - - -
2 
-
7 1 
-
1 1 
- -E 11 
-
2 l 
- - - - - - - - - - - - - - -
Voice Recorders and M 
- - - - - - - - - - - - - - - - - - -Writers E 3 3 4 2 2 1 2 7 
-
- - - - -
1 
- - - -
1In addition, the following number of typewriters were possessed by the following number of schoolst 
23-1, 25-2, 68-1, 75-1, 77-1, 267-1. 
M- Manual 
E -Electric 
20 
-
-
-
-
... 
-
-
-
-
-
-
-
-
-
~..;..) 
w 
TABIE X CCINT'D 
NllMBER OF SCHOOLS POSSESSING EQUIPMENT, 
ARRANGED ACCORD ING 'ro TYPE OF EQUIPMENT AND THE POPUIATIOO OF THE COMMUNITY 
1Ype of Number of Machines 
Equipment 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 
Total for State 
Adding Machines M 35 13 _3 4 1 1 
-
1 
- -
2 
-
-
- - - - - -E 18 9 4 4 
- - - - - - - - - - - - - - -
Addressing Machines M 9 
- - - - - - - - - - - - - - - - - -E 
- - - - - - -
. -
- - - - - - - - - - -
Bookkeeping Machines M 1 
- - - - - - - - - - - - - - - - - -E 6 8 1 2 
- - - - - - - - - - - - - - -
Calculators M 13 8 2 4 4 3 4 5 1 
-
3 1 1 1 
-
1 
- - -
E 7 9 4 2 1 l 
- - -
1 
- - - - - - - - -
Duplicators M 24 39 13 5 
- - - - - - - - - - - - - - -E 8 3 .. 
-
2 
- - - - - - - - - - - - - - -
1Y!>awriters1 M 5 2 1 
- -
1 1 1 1 1 2 1 7 4 2 2 4 3 3 
E 18 
-
2 1 
- - - - - - - - - - - - - - -
Voice Recorders and M 
- - - - - - - -
- - - - - - - - - - -
Writers E 15 12 9 3 3 3 2 7 - - - - - - - - - - -
11n addition, the following number ofmaohines were passessed by the following number of schools: 
21-3, 22-4, 23-4, 24-6, 25-3. 26-1, 31-1, 32-1, 34-2, 35-1, 41-1, 46-1, 52-l, 68-1, 69-1, 75-1, 77-1, 
77-1, 140-1, 267-1. 
M - Manual 
E - Electric 
-
-
-
-
-
-
-
-
-
-
2 
-
-
-
I 
::.0 
..;::::.. 
) 
J S 
In tlie sChools in communities o£ 5,000 to 10,000 no school 
possessed an addressing machine or a bookkeeping machine. The greatest 
number o£ any one type o£ machine possessed by one school in this 
group was the typewriter, with one school reporting 140 machines. The 
next greatest number of machines possessed by one school was the 
calculator with one school possessing eight machines and two schools 
possessing seven machines each. 
No addressing machines were possessed by the schools in communities 
of 10,000 to 25,000. Ten of the 11 schools reporting in this group 
possessed at least one voice recorder or writer and one school 
possessed six machines of this type. Eight schools possessed at least 
one electric calculator and seven schools possessed at least one 
electric typewriter in this group. 
In the schools in communities of over 25,000 14 schools or 
slightly more than one-half of those reporting possessed at least 
one electric typewriter. The range in '!;he number of typewriters 
possessed by each school in this group varied from four schools 
possessing one machine to one school possessing 261 machines. Twenty-
five of the 27 schools reporting in this group possessed at least one 
voice recorder or writer and one school possessed 15 such machines. 
Only 21 of the 92 schools reporting possessed electric typewriters 
and only three of these possessed more than one such machine. Over 
one-half of all the schools reporting possessed one or more voice 
recorders and writers. Only nine schools of all those reporting 
possessed addressing machines and only 18 schools possessed bookkeeping 
machines. 
The age of the equipment possessed by the schools, arranged 
according to type of equipment and the population of the community, 
is shown in Table XI. 
36 
In the schools in communities of under 5,000 a greater number of 
adding machines, duplicators, typewriters, and voice recorders and 
writers were reported in the one to three years of age bracket than in 
either of the other two brackets. The addressing and bookkeeping 
machines each were reported with three machines in the one to three 
years of age bracket and three machines in the eight years of age and 
over bracket in this group. Only the calculators show a greater 
number of machines in the four to seven years of age bracket than in 
any other bracket. 
In the schools in communities of 5,000 to 10,000 a greater number 
of calculators, typewriters, and voice recorders and writers were 
reported in the four to seven years of age bracket than in any other 
age bracket. A greater number of adding machines and duplicators fell 
into the one to three years of age bracket than in either of the other 
two age brackets for this group. 
The typewriters in the schools in communities of 10,000 to 25,000 
presented a greater number of machines in the one to three years of 
age bracket than in any other age bracket, with the eight years of age 
or over bracket presenting the next greatest number of typewriters. 
Both the voice recorders and writers and the duplicators in this group 
-r.tere reported with an equal number of machines in the four to seven 
years of age bracket and the eight years of age or over bracket. The 
bookkeeping machines showed a greater number of machines in the eight 
TABU: XI 
AGE OF EQUIPMENT POSSESSED BY mE SCHOOLS. 
ARRANGED ACCORDING TO TYPE OF EQUIPMENT AND POPUIATION OF 'IRE COMMUNITY 
Type of Age of Equipment 
Equipment l-3 Years 4-7 Years 8-up Years 
M :E M E M E 
Under 5j 000 
Adding Machines 12 3 6 1 5 6 
Addressing Machines 1 
- - -
1 
-
Bookkeeping Machines 
-
2 
- - -
2 
Caloulators 5 1 9 1 6 2 
Duplioators · 24 
-
21 
-
22 
-
Typewriters 399 3 190 
-
57 
-
Voice Recorders 
and Writers 
-
11 
-
4 
-
5 
Column Totals 441 20 226 6 91 15 
- · 
Age Bracket Totals 461 232 106 
M - Manual 
E - Electric 
I 
! 
:...u 
--.J 
TABlE XI CCilT'D 
AGE OF EQUIPMENT POSSESSED BY 'lHE SCHOOLS., 
.ARRANGED ACCORDING TO TYPE OF EQUIPMENT AND mE POPUlATION OF 1HE COMMUNITY 
1}rpe o£ Age of Equipment 
Equipment 1-3 Years 4-7 Years 8-up Years 
M E M E M E 
5,000 - 10,000 
Adding Machines 2 2 
-
1 3 
-
Addressing Machines 
- - - - - -
Bookkeeping Machines 
- - - - - -
Calculators 9 1 13 1 4 1 
Duplicators 7 2 6 1 2 1 
lY!>ewriters 208 2 221 
-
45 
-
Voioe Recorders 
and Writers 
-
1 
-
2 
- -
1 
I 
Column Totals 224 241 4 52 2 
- - -
Age Bracket Totals 231 245 54 
--
M- lfaliual 
E - Electric 
:u 
CD 
TABlE XI COOT'D 
AGE OF EQUIPMENT POSSESSED BY mE SCHOOL'l., 
ARRANGED ACCORDmG 1'0 TYPE OF EQUIPMENT AND POPULATION OF TriE COMMUNITY 
iYpe of Age of Equipment 
Equipment 1-3 Years 4-7 Years 8-up Years 
M E .. M E :M E 
10,000 - ~ 5,000 
Adding Machines 8 4 4 5 4 1 
Addressing Machines 
- - - - - -
Bookkeeping Machines 
-
3 
-
1 
-
4 
Calculators 27 1 13 2 10 6 
Dup lioators 5 
-
7 2 7 2 
iYPewriters 120 6 33 2 71 
-
Voice Reoorders 
and Writers 
-
6 
-
10 
-
10 
Column Totals 160 20 57 22 92 22 
.Age Bracket Totals 162 79 114 
'--
M - !lanual 
E - Electric 
I 
I 
::....> 
c.D 
TABIE XI CO:NT'D 
AGE OF EQUIPMDn POSSESSED BY THE SCHOOLS~ 
ARRANGED ACCORDING TO TYPE OF EQUIPMENT AND mE POPULATION OF THE COMMUNITY 
- '-
-' 
Type of Age of Equipment 
Equipment 1-3 Years 4-7 Years 6-up Years 
M E M E Jl E 
Over 25 000 
---
Adding Machines 12 6 14 6 13 5 
Addressing Machines 2 
- - -
1 1 
Bookkeeping Machines 1 4 
-
2 
-
7 
Calculators 57 12 37 10 54 13 
Dllplicators 10 
-
9 2 17 5 
7Y'Pewriters 469 12 229 4 21 4 
Voice Recorders 
and Writers 
-
32 
-
20 
-
59 
Column Totals 551 66 289 44 106 98 
Age Bracket Totals 617 333 204 
-
M- Manual 
E - Eleotrio 
.p,. 
0 
TABIE XI CWT'D 
AGE OF EQUIPMENT POSSESSED BY .THE SCHOOLS • 
ARRANGED ACCORDllW TO TYPE OF EQUIPMENT .AND mE POPUlATION OF 'IHE COMMUNilY 
'JYpe of 
Equipment 
----
Adding Machines 
Addressing Machines 
Bookkeeping Machines 
Calculators 
Duplicators 
'JYpewriters 
Voioe Recorders 
and Writers 
Column Totals 
Age Bracket Totals 
---
M- Manual 
E - Eleotrio 
1-3 Years 
M E 
Total ro 
34 15 
3 
-
1 9 
98 15 
46 2 
1196 23 
-
60 
1378 114 
1492 
Age or Eg_uipmen.t 
4-7 Years 8-up Years 
M E M E 
State 
24 13 25 12 
- -
2 1 
-
3 
-
13 
72 14 74 21 
43 6 48 8 
673 6 194 4 
-
36 
-
74 
812 77 343 133 
889 476 
- - --
.;;::,. 
~ 
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years of age or over braoket than in any other. 
~e adding machines reported by the schools in communities of 
over 25,000 show an almost even distribution in number of machines in 
each of the three age brackets. In this group the bookkeeping machines, 
the duplicators and the voice recorders and writers reported show a 
greater number of machines in the eight years of age or over bracket 
than in either of the other two age brackets. Only the typewriters in 
the schools in communities of over 25,000 were greater in number in 
the one to three years of age bracket than in any other age bracket. 
The ages for all types of equipment, except the voice recorders 
and writers, reported by all schools show a greater number of machines 
in the one to three years of age bracket than in any other. 
~e number of schools and the methods used in obtaining new 
equipment, arranged according to the method used and the population of 
. 
the community, is shown in Table XII. 
Purchase by regular budget allowances and purchase upon the 
request of the teacher or supervisor were almost equally common methods 
of obtaining new equipment in all the population groups. Only one 
school reported obtaining equipment by donation of business firms and 
two schools reported loans by ~usiness firms as a method used. Nine 
schools in communities of under 5,000 rented equipment from lending 
agencies. 
The number of schools and the types of provisions made for the 
repairing of machines, arranged according to the type of provision and 
the population of the community, is shown in Table XIII. 
The most commonly employed method for the repairing of machines 
TA.BIE XII 
NUMBER OF SCHOOlS AND :ME'lHODS OF OBTAINING NEW EQUIPMEBT. 
ARRANGED ACCORDING ro ME'lHOD USED AND mE POPUI.A TIW OF 'lHE COMMUNI if 
-
Method Under 5,000- 10,000- Over 
s.ooo 10,000 25,000 25,000 Total 
Purchase by regular 
budget allowances 8 4 6 14 32 
Purohase upon request of 
teaoher or supervisor 9 7 4 11 31 
!Dan by business firms 
-
1 1 
-
2 
Donation by business 
firma 
-
1 
- -
1 
Rent from lending agency 9 1 1 4 15 
.p,. 
w 
TA.BIE XIII 
NUMBER OF SCB:OOLS AND lYPES OF PROVISIWS MADE FOR THE REPAIRllW OF MACHINES, 
ARRANGED ACCORDING TO PROVISIONS MADE .AND THE POPULA.TION OF THE COMMUNITY 
Provision Under 5.ooo- 10,000- Over Total 
5,000 10,000 25,000 25,000 
Serviced every year 9 2 3 3 17 
Serviced every six 
months 1 1 
-
1 3 
Serviced every three 
months 1 2 1 2 6 
Serviced only when 
breakdown ooours 10 9 6 14 39 
other 3 
- -
3 6 
-
~ 
..j::::>. 
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in all population groups provided that the machines were serviced only 
when breakdown occured. An almost equally common provision in the 
schools in communities of under 5.000 was the servicing of maohiries 
every year. In six of the total number of schools reporting the 
machines were serviced every three months and in three of the total 
number of schools reporting the machines were serviced every six 
months. 
1he number of schools and the major improvements desired by the 
respondents in their course of study, arranged according to the 
improvement desired and the population of the oommunity,is shown in 
Table XIV. 
In the schools in communities of under 5,000 the greatest number 
of teachers reported that a revision of the course of study was 
desired, with the preparation of job sheets for various office machines 
the next most commonly desired improvement in this group. In the 
schools in communities of 5,000 to 10,000 the most commonly desired 
improvement was the development of a cooperative training program. 
The preparation of job sheets for various office machines was the 
major improvement most commonly desired by the teachers in the com-
munities of 10,000 to 25,000 and those over 25,000. 
1he number of schools and the teaching plans in operation, 
arranged according to the teaching plan and the population of the 
community, is shown in Table XV. 
The most commonly reported teaching plan in all population groups 
was the plan for individual work on different machines with rotation 
by the students from one type of machine to another. '!he next most 
XA.BLE XIV 
NUMBER OF SCHOOLS AND MAJOR rMPROVEMENTS DESIRED BY RESPONDENTS 
ARRANGED .ACCORDllW. ro IMPROVEMENT DESIRED ANP THE POPUIATIW OF 'IHE COMMUNITY 
Improvements Under 5,000- 10,000- Over Total 
6,000 10,000 25,000 25.,000 
Revision of course of 
study 8 
-
2 5 15 
Preparation of job sheets 
for machines 6 2 3 10 21 
Curriculum revision 2 3 
-
2 7 
Development of a 
cooperative training 
program 3 4 1 5 13 
other 5 1 1 
-
7 
I 
I 
-~ 
OJ 
TABlE XV 
NUMBER OF SCHOOLS AND 'lEACHING PLANS IN OPERA.TICIT • 
ARRANGED ACCORDING TO 'lEACHING PLAN USED AL"lD THE POPUIATIW OF mE COMMUNITY 
- - - .------- ---
Plan Under s.ooo- lo.ooo- Over Total 
s.ooo 10.000 25.000 25.000 
Class divided into groups. 
eaoh group working on 
different machines 3 
-
2 2 7 
Whole olass is trained on 
one type of maohine 6 3 
-
1 10 
Individual work on different 
. machines • with rotation 20 8 9 19 56 
Other 1 
- -
3 4 
. .p. 
-J 
commonly reported plan was that by whioh the whole class w~s trained 
on one type of maohine. 
1he number of schools and the extent of training given on the 
equipment, arranged according to the type of equipment and the popu-
lation of the community, is shown in Table XVI. 
48 
A working knowledge of the operation of adding machines, 
bookkeeping machines, calculators, and duplicators was the most com-
monly reported type of training in the schools in conummities of under 
5,000. Also, in a large number of schools in this group, training for 
vocational competency was given in the operation of duplicators. The 
number of schools in this group training for vocational competency and 
a working knowledge of the operation of voice recorders and writers 
was equal. Training in the operation of the electric. typewriter was 
reported by about the same number of schools for each of the trainL~g 
levels shown on the Table. No schools in the communities of under 
5,000 trained for vocational competency in the operation of addressing 
or bookkeeping machines. 
In the schools in communities of 5,000 to 10,000 the greatest 
number of schools reporting on adding machines trained students for a 
working knowledge in the operation of these machines. In the case of 
duplicators in this population group an equal number of schools trained 
for vocational competency and a working knowledge, but more schools 
trained for vocational competency on electric duplicators than on 
manual duplicators, and the opposite condition obtained in the case of 
training for a working knowledge. 
An equal or nearly equal number of schools in the communities of 
TABLE XVI 
NUMBER OF SCHOOLS AND EXTENT OF TRAnHNG GIVEN ON EQUIPMENT, 
ARRANGED ACCORDnm TO TYPE OF EQUIPMENT AND UIE POPULATION OF '.IHE COMMUNITY 
Type of Vocationally . Working Acquaint-
Equipment Competent Knowledge anceship 
M E l4 E M E 
. -
Under 5,000 
Adding Machines 3 2 14 12 4 1 
Addressing Machines 
- -
2 1 1 3 
Bookkeeping Machines 
- -
1 1 1 
-Calculators 1 1 7 6 2 2 
Duplicators 10 1 14 
- - -Electric typewriters 
-
3 
-
3 
-
4 
Voice Recorders 
and Writers 
-
6 
-
6 
-
1 
5,000 - 10,0Cb 
Adding Machines 1 1 5 3 3 1 
Addressing Machines 
- -
- - - -BoGkkeeping Machines 
- - - - - -Calculators 2 3 1 
-
4 
-Duplicatoz:s 2 4 4 2 2 
-Electric typewriters 
-
· 1 
-
2 
-
3 
Voice Recorders 
and Writers 
-
2 
-
2 
-
3 
I 
.;:_':;,. 
(.D 
TABLE XVI CWT'D 
NUMBER OF SCHOOLS AND EXTENT OF TRAmiNG GIVEN W EQUIPMENT •. 
ARRANGED ACCORDlliG TO 'lYPE OF EQUIPMENT AND THE POPUIATIOtl OF THE COMMUNITY 
~ 
-
Type of Vocationally Working Acquaint-
Equipment Competent Knowledge anceship 
M E M E M E 
10.,000 - 25.,0CO 
Adding Maohmes 2 3 4 2 1 
-Addressing Machines 
- - - - - -Bookkeeping Machines 
- - -
1 
-
.;. 
Calculators 1 2 4 4 3 2 
Dup lie a tors 3 2 5 
- - -Electric tYpevr.riters 
-
3 
-
3 
-
1 
Voice Recorders 
and l'lri ters 
-
4 1 2 
-
1 
Over 25.,000 
Adding Ma.chiiies 6 2 15 7 2 
-Addressing Machines 1 1 2 1 1 
-
Bookkeeping Machines 
- -
l 6 2 2 
Calculators 6 4 15 7 2 1 
'Duplicators 9 2 10 7 
- -~1ectric typewriters 
-
6 
-
7 
-
1 
Voice Recorders 
and Writers 
-
7 
-
11 
-
1 
~ 
c ·1 
0 
til 
C) b 
t)"'C 
G en 
C) c-1 
!-'0 
L t:l 
~ -~·c.: 
'1 \~ 
rnt_s) ~ 
'1 P· ..... 
< ~ a> C) · -; 
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.-+ ~ 
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TABLE XVI CONT1D 
NUMBER OF SCHOOLS AND EXTENT OF TRAINING GIVEN Cli EQUIPMENT, 
ARRANGED ACCORDING "TO TYPE OF EQUIPMENT AND THE POPULA.TI<li OJ[ THE COMMUNITY 
1Ype of Vocationally Vforkirig Acquaint-
Equipment Competent Knowledge anceship 
M E M E M E 
Total for State 
Adding Machines 12 8 38 24 10 2 
Addressing Machines 1 1 4 2 2 3 
Bookkeeping Machines 
- -
2 8 3 2 
Calculators 10 10 27 17 11 5 
Duplicators 24 9 33 9 2 
-
Electric tyPewriters 
-
13 
-
15 
-
9 
Voice Recorders 
and Writers 
-
19 
-
21 
-
6 
c-1 
,_. 
10,000 to 25,000 trained students for vocational oompetenoy and a 
working knowledge in the operation of adding machines, duplicators, 
electric typewriters, and voice recorders and writers. In the case of 
calculators most schools in this group trained for a working knowledge, 
while a comparatively large number of schools, five, gave only an 
acquaintanceship with the operation of these machines. 
In the schools in connnunities of over 25,000 the greatest;nUmber 
of schools reported training for a working knowledge in the operation 
of all types of equipment shown on the Table. Also, in this group a 
comparatively large number of schools trained for vocational competency 
in the operation of al~ types of equipment, except bookkeeping machines, 
with no school training for vocational competency on this machine. 
The number of schools and the average number of pupils per class, 
arranged according to the population of the oonnnunity, is shown in 
Table XVII. 
In the schools in communities of under 5,000 the most frequently 
reported average number of pupils per class was tan, while the range 
of distribution of schools reporting in this group ran from four pupils 
per class to 20 pupils per class. lhe range of distribution for the 
schools in communities of 5,000 to 10,000 ran from tfm::'{mpils per 
class to 30 pupils per clas~ and the range of distribution for schools 
in communities of 10,000 to 25,000 ran from seven pupils per class to 
27 pupils per class. In the over 25,000 population group the most 
frequently reported average number of pupils per class was 30, and the 
range of distribution ran from 15 pupils per class to 35 pupils per 
class. 
·. 
Population of 
Community 
Under 5,000 
5,000 - 10,000 
10,000 - 25,000 
10ver 25,000 
Totals 
TABlE XVII 
NUMBER OF SCHOO IS AND AVERAGE NUMBER OF PUPILS PER CLASS, 
ARRANGED ACCORDnm TO TEE POPULATION OF EE COMMUNITY 
Average Number of Pupils Per Class 
4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 
1 1 2 1 1 1 7 1 3 
-
1 3 2 1 
- -
1 
- - - - - - - - - -
- - - - - -
1 
-
1 1 
-
1 
-· -
1 
-
1 
- - - -
1 
- -
2 
-
2 
- - -
1 
- - - - - - - - - -
1 
-
2 
-
2 
-
1 1 
- 1 · - - -
- - - - -· - - - - - - -
1 
- - -
2 
- - -
1 2 1 3 1 
-
5 
1 1 2 2 1 1 8 1 4 1 1 4 3 1 2 
-
6 
-
2 
-
2 4 1 4 1 
-
7 
lib~ following average number of pupils per class were also reported for this group: 32-1, 33-1, 35-1. 
·:J"j 
w 
The number of schools and the number of additional machines 
des ired, arranged according to make of machine and population of the 
community, is shown in Table XVIII. 
S4 
Some teachers in the schools in all four population groups wanted 
one more adding machine, with the Monroe electric adding machine being 
the most frequently desired machine. Only two teachers desired an 
addressing machine. The teachers in communities of under 5,000 showed 
the greatest number desiring pookkeeping machines, four, with the 
teachers in communities of over 25,000 next in order of frequency, 
with three teachers desiring this type of machine. Some teachers in 
all four groups desired additional typewriters. The I. B. M. electric 
typmtriter was the most frequently desired typewriter, followed by the 
wide carriage typewriter and the Royal electric typewriter, respectively, 
in order of frequency. 
In all the population groups, except the 5,000 to 10,000 group, 
some teachers desired additional duplicators, with the electric mimeo-
graph being most frequently desired, followed by the electric fluid 
duplicator. While some teachers in all groups desired additional 
ca~culators, the teachers in the communities of over 25,000 represented 
the greatest number desiring this type of machine. ~e Burroughs and 
Comptometer machines, manual and electric, were the calculators most 
frequently desired. Voice recorders and writers were desired by some 
teachers in all four groups, with the Dictaphone transcriber the most 
frequently desired machine, followed by the Dictaphone recorder and 
the Dictaphone shaving machine, respeoti vely, in order of frequency. 
TABIE XVIII 
NUMBER OF SCHOOlS .AND NUMBER OF ADDITIONAL MACHINES DESIRED, 
ARRANGED ACCORDING TO MAKE OF N.ACHINE AND POPUIJ..TION OF THE COMMUNITI 
Make Under 5.ooo 5,000 - 10,000 10 .ooo - 25,~_000 
of No. o Mach. No. o :Mach. No. of Mach. 
Machine 2 . or 2 or 2 or 
1 more 1 more 1 more 
M E M E M E M E M E M E 
Adding Machines: 
Ailan-Wales 
-
1 
- - - -
- - - - - -
Burroughs 1 1 
- - -
1 
- -
1 
-
1 
-
:Monroe 
-
1 
- - -
2 
- -
1 2 
-
1 
Remington Rand 1 1 
- - -
1 
- -
1 
- - -
Underwood Sundstre.nd 2 
- - - -
- - - - -
1 
-
Victor 
-
1 
- - - - - -
1 1 
- -
Addressing Machines 
Metal Plate 1 
·- - -
1 
- - - - - - -
Stencil Plate 
- - - - - - - - - - - -
Bookkeeping Machines 
Bank Statement 
-
1 
- - - - - - - - - -
Billing Machine 1 1 
- - - - - - - - - -
Burroughs 
-
1 
- - - - - - - - - -
Elliott-Fisher 
- - - - - - - - - -
- -
Monroe - - - - - - - - - - - -
Underwood 
- - - - - - ·- - - - - -
Remington Rand 
- - - - - - - - - - -
1 
Over 25.000 
No. of Maoh. 
2 or 
l more 
M E M E 
1 
- - -
1 1 
- -
-
1 
- -
1 
- - -
- - - -
1 
- - -
- - - -
- - - -
- - -
1 
-
1 
-
1 
- - - -
- - - -
- - - -
- - - -
- - - ---
\_'"1 
Ul 
TABlE XVIII CONT'D 
NUMBER OF SCHOOLS AND NUMBER OF ADDITIONAL MA.CHlliES DESIRED, 
ARRANGED ACCORDlliG TO MAKE OF MACHINE AND POPULATION OF THE COMMUNITY 
Make Under 5,000 5,000 - 10,000 10 .ooo - 25.000 
. of No. of Ma,ch. No. of Mach. No. of Mach • 
Machine 2 or 2 or · 2 or 
1 more 1 more 1 more 
)( E M E M E M E M E M E 
1Ypewriters 
f. B. M. 
-
3 
- - -
1 
- - -
3 
-
1 
r.,. C. Smith 
- -
1 
- - - - - - -
l 
-
Royal 
-
3 2 
- - - - - -
1 2 1 
Underwood 
- - - - - - - - -
2 
-
. -
1lide carriage 3 
- - - - - - -
1 
- - -Remington Rand 
- -
1 
- - - - - - - - -
Duilioa.tors 
. luid 3 2 
- - - - - - - - - -
Gelatin - ' 1 - - - - - - - - - -
Mimeograph 1 3 
-
-
- - - - -
1 
- -
Multigraph 
- - - - - - - - -
1 
- -
Calculators 
Burroughs 
- - - - -
1 
- - - -
1 
-
Comptometer 3 - - - - 1 - - - - 1 -
Frida1 - - - - - - - - - - - -
Marchant 1 
- - - - - - - -
1 
-
1 
Monr~ - 1 - - - - - - - - - 1 
Over 25,000 
No. of Mach. 
2 or 
1 more 
M E M E 
-
1 
-
1 
- - - ·-
- -
1 
-
- -
1 
-
3 
- - -
-
1 
-
1 
-
1 
- -
- - - -
-
1 
- -
- - - -
-
2 2 
-
-
2 1 1 
- - -
1 
-
1 
- -
-
1 
- -
I 
~-1 
OJ 
TABlE XVIII C<ET'D 
NUMBER OF SCHOOLS AND NUMBER OF ADDITIWAL MACHINES DESIRED, 
ARRANGED ACCORDING TO MAKE OF MA.CHlliE AND POPUlATION OF TEE COMMUNITY 
Make Under s.ooo s.ooo - 10,000 10 000 - 25.000 
of No. of Maoh. No. of Ma.oh. No. of Maoh. 
Machine 2 or 2 or 2 or 
1 more 1 more 1 more 
M E M E M E M E M E M E 
Voioe Recorders 
and Writers 
~iotaphone: 
Transcriber 
-
7 
- - -
l 
- - -
1 
-
1 
Recorder 
-
6 
- - - - - - -
2 
- -
Shaving 
-
3 
- - - - - - -
2 
- -
Ediphone: -
Transcriber 
- - - - - - - - -
1 
-
1 
Recorder 
- - - - - - - - -
l 
- -
Shaving 
- - - - - - - - - - - -Sound Scriber 
- - - - -
1 
- - -
2 
- -
- Wire Recorder 
- - - - -
2 
- - - - - -
Tape Recorder 
-
1 
- - - - - - - - - -
Over 25.000 
No. of Maoh. 
2 or 
1 more 
M E M E 
-
-
1 
-
2 
-.. 
- -
1 
- - - -
-
1 
- -
- - - -
- - - -
- - - -
-
1 
- -
-
1 
- -
:....·! 
-.1 
TABLE XVIII CONT'D 
NUMBER OF SCHOOLS .AND NUMBER . OF ADDITIONAL MACHINES DESIRED, 
ARRANGED ACCORDING ro MAKE OF MACHINE AN:P POPULATION OF THE COMMUNITY 
Make of Total for State Make of Total for State 
Machine No. of Mach. Machine . No. of Mach. 
2 or 2 or 
1 more 1 more 
M E M E M E M E 
Adding Machines Duplicators 
Allan-Wales 1 1 
-- -
Fluid 3 3 
- -Burroughs 3 3 1 
-
Gelatin 1 1 
- -Monroe 1 6 
-
l Mimeograph 1 4 
- -Rendngton Rand 3 _ l 
- -
Multigraph 
-
1 
- -Underwood Sundstrand 2 
-
1 
-Viotor 2 2 
- -
Calculators 
- Burroughs 1 3 2 
-Addressing Machines Comptometer 3 3 2 1 
Metal Plate 2 
- - -
Friden 
- - -
1 
Stencil Plate 
- - - -
Marchant 1 2 
-
1 
Monroe 
-
2 1 1 
Bookkeeping Machines 
J§a:nk Statement 
-
1 
-
1 Voioe Recorders 
Billing Machine 1 2 
-
1 and Writers 
;Burroughs 
-
1 
- -
"Dictaphone: 
Elliott-Fisher 
- - - -
Transcriber 
-
10 
-
3 
Monroe 
- - - -
Reoorder 
-
8 
-
1 
.• 
Underwood 
- - - -
Shaving 
-
5 
- -
Remi.Dgton Rand - - - 1 Ediphone: Transcriber 
-
2 
-
1 
Typewriters aeoorder 
-
1 
- -
t. 1§. M. 
-
8 
-
2 Shaving 
- - - -
L. C. Smith 1 
-
1 
-
Sound Scriber 
-
3 
- -
Royal 
-
4 5 1 Wire Recorder 
-
3 
- -Underwood 
-
2 1 
-
Tape Reoorder 
-
2 
- -Wide carriage 7 
- - -Remi.Dgton Rand 
-
1 1 1 
-
' 
.:... .. ; 
OJ 
CHAPlm V 
SUMMARY 
The primary purpose of this study was to determine the extent 
and use of office equipment available in the public high schools of 
Illinois for training students in the operation of business machines. 
One hundred and eighty questionnaires were sent to the high 
schools and 102 were returned. Ten of the questionnaires returned 
were not sufficiently complete to be valid. This study is based on an 
analysis of the 92 valid returns received. 
The data were analyzed according to the population of the com-
munity in which the school was located. ~e four population break-
downs used were: under 5,000, 5,000 to 10,000, 10,000 to 25,000, and 
over 25,000. 
All types of equipment were reported by the schools in all four 
population breakdowns, except the 5,000 to 10,000 group, for which no 
addressing machines or bookkeeping machines were reported, and the 
10,000 to 25,000 group, for which no addressing machines were reported. 
The most frequently reported machine in all groups was the type-
writer, with 2308 machines, folloYied by the calculator, with 353 
machines. The Royal was the most commonly possessed typewriter and 
the Burroughs was the most commonly possessed calculator. 
The preponderance of the total number of typewriters reported 
over the total of all other types of equipment reported may have been 
due to the fact that many teachers, in completing the check list on 
60 
their office machines course, may have included the typewriters used 
in their typewriting course. 
The more expensive equipment. such as. the adding machines, 
addressing machines, and bookkeeping machines, was fotmd mostly in the 
schools in communities of over 25,000. 
In general, the number of machines possessed by the individual 
school increased with the size of the community. 
No significant differences were found between the population 
groups with regard to .the age of the equipment. In the total of all 
types of equipment reported for all schools, the machines were more 
• j 
commonly found in the one to three years of age bracket than in any other 
age bracket, and the next most common age bracket was the eight years 
of age or ,over. 
Purchase by regular budget allowances and purchase upon request 
of teacher or supervisor were the two methods most commonly employed 
by the schools in obtaining new equipment. 
Most schools reported that machines were serviced only when a 
breakdown occ~red. Few schools reported that machines were serviced 
I 
every three or six months but nine schools in communities of under 
5,000 reported that machines were serviced every year. 
The major improvements desired by the teachers reporting varied 
with the different population groups. The preparation of job sheets 
for various . offioe niaohines was the improvement most commonly desired 
\ 
by teachers in the two largest population groups. 
Individual work on different machines with rotation was the 
teaching plan used in most schools. 
\_ \( _. 
. ·~. 
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APPENDIX 
Dear , 
-----
APPENDIX A 
Letter of Transmittal 
BOSTmT IDUVERSITY 
SCHOOL OF EDUCJI.'l':):ON 
332 BAY STA'm ROAD 
BOSTON, MASSACHUSETTS 
May 7' 1951 
I am conducting a study of the kinds and number of office machines 
used for instructional purposes in the high schools of Illinois. 
The purposes of this study are to determine how well the schools 
are equipped and to determine to what extent the equipment is being 
used. 
The enclosed check list and questionnaire are constructed for 
easy checking and will require only a few minutes of your time to 
complete. A return envelope is enclosed for your convenience in 
replying. 
Your assistance in this study will be valuable and will be very 
much appreciated. The cooperation of all business teachers is needed 
in order to develop a sound course in office machines. 
I shall gladly send you a copy of the finished report if you are 
interested in having one. 
'!hank you. 
Yours very truly, 
APPENDIX B 
Follow-up Request 
May 27. 1951 
Dear 11 
-----
On May 7 I forwarded you a survey report and 
a check list on your office machines course which 
you may have forgot t en or mislaid. 
As your reply is necessary to make this study 
complete. I would appreciate it if you oould return 
this information to me by June 5. 
lliank you. 
Sincerely 11 
(~ 5 
... 
APPENDIX C 
SURVEY REPORT OF THE EQUIPNENT IN ~H.S OFFICE MACHINES COURSES 
.IN THE STATE OF ILLINOIS 
1. Name and title of person filling out report 
City 
2. Name of high school or 
Town 
3. Size of high school enrollment, grades 10, 11, & 12 
4. Number of students enrolled in business courses 
5. Please check below the size of your . com:nuni ty 
a . Population over 25,000 
b. Popula.tion 10, 000 to 25 ,000 
c. Population 5,000 to 10,000 
d. --Population under 5,000 
ss 
6. vfuat is the name of the office machines course? 
--------------~-------------
?. At what grade level is the office machines course offered? 
- a. lOth b. 11th c. 12th 
8. vfuat t eaching plan is in oper ation? 
a . The class is divided into groups and each group is provided with mach-
ines of the type beinq t aught. 
b. The whole class is vocationally trained on one type of machine 
c. __ The students 1"i'ork individually on different n)achines and_ problems; 
then rotate until each student has a · working knowledge of all machir.es 
d. Any other. Please explain ______________________________________ _ 
9. For whom is the office machines course required? 
d. a. All business students 
e. 
Cleric~l students 
Others b. --Bookkeeping students 
c. -----Stenographic students -
10. vfuat is the length of the class period? 
------------------------------------
11. Please state the 'number of periods the course is given(answer a. and b.) 
a. Number of periods a day and 
b. - Number of periods a week 
12. Please indicate by checking in the appropriate column the extent of training 
given on each type of machine listed. M E M E M E 
Vocationally Working Acqua::.n-
Competent I\nowledge tancaship 
a. Adding Machines ~cc ) ( ) ( ) ( ) ( ) ( ) " 
b. Addressing Hachines- ( ) ( ) ( ) ( ) ( ) ( ) 
c. Bookkeeping Ma chines ( ) ( ) ( ) ( ) ( ) ( ) 
d. Calculators ( ) ( ) ( ) ( ) ( ) ( ) 
e. Duplicators ( ) ( ) ( ) ( ) ( ) ( ) 
f. Electric typewriters ( ) ( ) ( ) ( ) ( ) ( ) 
g. Voice Recorders & l;~fri ters ( ) ( ) ( ) ( ) ( ) ( ) 
h. Others ( ) ( ) ( ) ( . ) ( ) ( } 
-!:-In each case 
( ) ( ) ( . ) ( ) ( ) ( ) 
above the firstpair of parentheses indicates manual and the second 
electric. 
_ ; 
· ' : 
13. TJlhat is the ave::ra;ge nu,mper .o~ pupils per. : class 
14. Has a recent ·. survey been 'made by your school of ·the office mac'hines used in 
'your empioyment area? Yes_, No_ 
· 15. 'Are you planning to make such a survey in the nE~Sr !'uture? Yes_, No___,.. 
.. 
16. To what extent are the kinds of machines used in your school similar to those 
us ed in your employment area? 
a. Most machines are · similar 
b, - About one-half are similar · 
c. Very few are similar 
· ·17. Please check the method or methods used to obtain new equipment 
a., Purcha s e by regular budget allowances 
b. Purchase upon r equest of t ea.cher or supervisor 
c. --Loan by business firms 
d. --Donation by business firms · 
e, --.Rent from l ending agency 
18. Please check the type of provisions made for the s ervicing of mach1nes 
a. Serviced every year 
b. --.-Serviced every 6 months 
c. -Serviced every 3 months · 
d. -Serviced ,oniy when, .break down oc(~urs 
e. · . Any other. Please explain;,__ ___________________ .,...__ 
19. Is instruction given for machines which you do not have? Yes 1\To 
If answer is Yes, on what machines? 
a.. b. 
20. What type of instruction is given f or ma chines which you do 'not have? 
a ~ · __ EJqJlanatfon by l ectures and charts or visual aids 
b. _Demonstration on machines r ented for that purpose only 
c. Field trips to offices and business firms 
d. Any other. Pl ease Explain ________________________ _ 
. 21. ~Vhat major improvements would you like made in you course? 
a. __ Revision of course study 
b. Prepar a tions of job sheets for various office machines 
c. --Curriculum r evision 
d. __ Development of a cooperative training progr am 
e. __ Any other. Please explain. ______________________ _ 
22. Please indicat e the condition of your machines by stat i ng below the number 
of ma chines, by types, that ar e in good, fair, or poor condition 
Nanual Electri.c 
Good li'~ir Poor Good Fair Poor 
a. Adding Machines ( ) ( ( ~ ) ( ) ( ) ( ) ( ) 
b •. Addressing i'!J:achines ( ) ( ) ( ) ( ) ( ·) ( ) 
c. .Bookkeeping Ma chines ( ) ( ) ( ) ( ) ( ) ( ) 
d. Calculators ( ) ( ) ( ) ( ) ·c ) ( ) 
e , Duplicators ~ ) ( ) ( ) ( ) ( ) ( ) 
f. Typewriters ( ) ( ) ( ) ( ) ( ) ( ) 
g . Voice Recorders ( ) ( ) ( ) ( ) ( ) ( : ) 
h. Ot her s ( ) ( ) ( ) ( ) ( ) ( ) 
( ) c ) ( ) ( ) ( ( ) ( ) 
'· 
APPENDIX D · 
OFFICb HACHil'f.ES I 1CHECK LIST 
:)7 
\ 
Total No. 
of 
Machines Age of lliachines · 
Additional 
Machines 
You Feel 
Are Needeci 
E 
1 
E 
1 
Ivi e a e 
a c Manu~l Electric n c 
n t u t 
u r Years Years a r 
a i i 
------------=1=----=c-· ·--=1-....... 3. 4-7 E}--up 1-3 4-7 8-up 1 ~c:___ 
ExaHples 
a. X Machine s 
b . Y l.fachine s 
( 10) ( 4 ) ( 4) ( 4 ) ( 2 ) ( 1 ) ( 2 ) ( 1 ) ( ) ( 3 ) 
(6)(2) (2)(3)(1) (2)( )() (3)(2) 
1. Adding Machines 
a. Allan-\ATales · ( ) ( ) 
' b. Burroughs ( ) ( ) 
c. Monroe ( ) ( ) 
d. Remington Rand ( ) ( ) 
e. Underwood Sundstrand ( ) ( ) 
f. Victor ( ) ( ) 
g . Others ( ) ( ) 
-----"--____,..- ( ) ( ) 
2. Addresqing Machines 
a. Metal Pl ate ( ) ( ) 
b. Stencil Plate ( ) ( ) 
c. Others _ __:_ __ ( ) ( ) 
______ ( ) ( ) 
3. Bookkeeping Machines 
a. Bank Statement 
( )( )() ( )( )() 
( )( )() ( )( )() 
( )( ) ( ) ( )( )() 
( )( )() { )( )() 
( )( )() ( )( )() 
( ) ( ) ( ~ ) ( ) ( ) ( ) 
( )( )() ( )( )() 
( )( )() ( )( )() 
( )( )() ( )( )() 
( )( )() ( )( )() 
( )( )() ( )( )() 
( ) ( ) ; ( ) ( ) ( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( ) (- ) 
( ) ( ) 
Mak-e_- _____ ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. Billing Machine 
Make _______ ( ) ( 
c. Burroughs 1 ( ) ( ) 
d. Elliott-Fisher ( ) ( ) 
e. Monroe ( ) ( ) 
f. Underwood ( ) ( ) 
~. Remington Rand ( ) ( ) 
h Others. _____ ( ) ( ) 
-------,--< ) ( ) 
4. Typewriters 
a. I.B. H. 
b. L.C . Smith 
c. Remington Rand 
( ) ( ) 
( ) ( ) 
( ) ( ) 
( )( )() ( )( )() ( )() 
( )( )( ) ( )( )() ( )() 
( )( )() ( )( )() ( )() 
( )( )() ( )( )() ( )() 
( )( )() ( )( )() ( )() 
( ) ( ) ( ) ( ) ( ' ) ( ) ( ) ( ) 
( )( )() ( )( )() ( )() 
( ) ( ) ( ) ( ) ( ) ( ) .. ( ) ( ) 
( )( )() ( ' )( )( 
( )( )() ( )( )() 
( ) ( ) ( -) ( ) ( ) ( . ) 
( ) ( ) 
( ) . ( ) 
( ) ( 0) 
I 
I 
, Total No. Additional 
f of Machines - 68 
:Hachines Age of Machines You feel 
Are Needed 
E E 
1 1 
M e M e 
a c Manual Electric 8 c 
n t n t 
u r Years Years u r 
a i a i 
1 c 1-3 4-7 8-up 1-3 4-7 8-up 1 c 
. 4, Typewriters(Conttd} 
d. Royal 1 ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
e. Underwood ( ) ( ) ( ) ( ) ( ) ( ) . ( ) ( ) ( ) ( ) 
f. Wide Carriage ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
g. Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
.5. Duulicators 
a . Fluid ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. Gelatin ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
c. Mimeograph ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
. d. Multigraph ( ) ( ) ( ) ( ) ( ) ) ( ) ( ) ( ) ( ) ( ) 
e. Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ~ : ~ ~ ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ) 
6. Calculators 
a. Burroughs ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. Comptometer ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
d. Friden ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
d. Marchant ( ) ( ) ( ~; ) ( );( ) ( . ) ( ) ( ) ( ) ( ) 
e. Monroe ( ) ( ) ( ) ( )( ) ( ) ( ) ( ) ( ) ( ) 
f. Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
7. Voice Recorders and 
l1lriters 
a. Dictaphone 
Transcriber ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
Recorder ( ~ ~ ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) Shaving ( ) . ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. Ediphone 
Transcriber ( ) ( ) ( _) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
Recorder ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
Shaving ( ) ( ) (- ) ( ) ( ~ ( ) ( ) ( ) ( )) ~ ~ c. Sound-Scribelr ( ) ( ) ( ) ( ) ( ( ) ( ) ( ) ( 
d. Wire-Recorder ( ) ( ) ( ) ( ) { ) ( ) ( ) ( ) ( ) ( ) 
e. Tape Recorder ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) . ( ) ( ) 
f. ·Others ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
8. Additional Machines(Pl ease add any machines which you have and which are not 
listed above) 
a. ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
b. ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ' ) 
c. ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) 
d.~ ) ( ) ( ) ( ) ( ) ( ) ( ) ( ) ( - ) ( ) 
e. ( ) ( ) ( ) ( ) . ( ) ( ) ( ) ( ) ( ) ( ) 
